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Medical Office Assistant

Department: Clerical
Location: Calgary, Alberta
Reports to:  Reception Supervisor
Employment Type: Part-Time, Full-Time
About Beam Radiology
Beam Radiology is a physician‑led, community‑based diagnostic imaging and specialty care organization committed to compassionate, patient‑centered care and service excellence. Our patients always come first.
Based in Calgary, Alberta, we are a privately owned and growing diagnostic imaging practice offering services across diagnostic imaging, musculoskeletal and obstetrical imaging, interventional radiology, and pain management. We pair clinical expertise with advanced imaging technology across a network of clinic locations.
Our subspecialty‑trained radiologists work closely with skilled technologists, nurses, researchers, and administrative professionals to deliver an exceptional experience for patients and referring providers. Collaboration, professionalism, and quality guide how we work.
Driven by a clear vision and strong values, Beam Radiology is a dynamic, people‑first organization that supports learning, innovation, and professional growth while delivering meaningful care to the communities we serve.
The Opportunity
Reporting to the Reception Supervisor, the Medical Office Assistant is responsible for creating an exceptional patient experience by providing professional and compassionate care.

Duties & Responsibilities
· Create an exceptional patient experience by providing professional and compassionate care .
· Serve patients by greeting and assisting them, scheduling appointments, and maintaining records and accounts.  
· Welcome patients and visitors in person or on the telephone and answering or referring inquiries.  
· Optimize patients’ satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone.  
· Keep patient appointments on schedule by notifying other team members of patient’s arrival.  
· Comfort patients by anticipating patients’ anxieties, answering patients’ questions, and maintaining the reception area.  
· Ensure availability of treatment information by filing and retrieving patient records.  
· Maintain patient accounts by obtaining, recording, and updating personal and financial information.  
· Obtain revenue by recording and updating financial information, recording and collecting patient charges, controlling credit extended to patients, and filing, collecting, and expediting third-party claims.  
· Protect patients’ rights by maintaining confidentiality of medical, personal, and financial information at all times. 
· Performs other related duties, as required. 
· Compliance with all Beam Radiology policies, procedures and protocols. 

Qualifications
Education & Experience
· Medical Office Assistant degree or certificate 
· Previous Medical Office experience, preferably in Diagnostic Imaging 
· Excellent computer skills required
Skills & Competencies
· Demonstrated ability to provide compassionate patient care 
· Demonstrated proficiency in the use of computers and medical software 
· Effective problem-solving skills 
· Strong collaboration and team skills 
· Exceptional time management skills, ability to multi-task, strong attention to detail 
· Excellent interpersonal skills 
· Excellent communication skills (spoken, written, reading and comprehension)
Why Join Beam Radiology
· A supportive, collaborative, and patient-centered work environment
· Opportunity to work alongside experienced clinical professionals and subspecialty-trained radiologists
· Meaningful work that directly supports patient care and safety
· Stable, full-time employment within a growing healthcare organization
Equity, Diversity & Inclusion
Beam Radiology is committed to fostering an inclusive, respectful, and equitable workplace. We celebrate diversity and welcome applications from individuals of all backgrounds.
Accommodations are available throughout the recruitment process. If you require accommodation, please let us know and we will work with you to meet your needs.
How to Apply
If you are passionate about delivering compassionate patient care and would like to join a radiology organization that values its team members, we encourage you to apply in confidence. Please email your resume to careers@beamradiology.com. 
We thank all applicants for their interest; however, only those selected for an interview will be contacted.
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